
Writing in 

Organizations

Lecture 10

MGM 202

Prepared by  Dr. Magdy Alhaj



Major Challenges of Writing in 
Organizations 

Lecture 10

MGM 202

Dr. Magdy Alhaj

Prepared by

www.midocean.ae



Key Learning Points
Lecture 1
Lecture 10

Lecture 1: Getting Started: Writing and Your Career.
Lecture 2: The Writing Process and Collaboration at Work.
Lecture 3: Writing Routine Business Correspondence.
Lecture 4: Writing Letters: Some Basics for Communicating with Audiences
Worldwide.
Lecture 5: How to Get a Job: Searches, Dossiers, Portfolios, Résumés, Letters, and
Interviews.
Lecture 6: Designing Successful Documents, Visuals, and Websites.
Lecture 7: Writing Instructions and Procedures.
Lecture 8: Writing Effective Short Reports.
Lecture 9: Writing Proposals.
Lecture 10: Major Challenges of Writing in Organizations

Course Outline 



Key Learning Points
Lecture 1
Lecture 10 Lecture Outline 
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2. Why Writing Matters in Organizations

3. Major Challenges of Writing in Organizations

4. Impacts of Poor Writing in Organizations

5. How To Overcome The Common Business Writing Challenges?



1. Introduction
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Writing is one of the most essential skills in any organization.
Whether preparing reports, emails, proposals, or policies,
effective writing ensures clarity, professionalism, and
productivity. However, many employees face difficulties that
impact the quality of organizational communication.
This lecture explores the major challenges of writing in
organizations and ways to address them



❑ Ensures accurate and efficient communication

❑ Supports decision-making and problem-solving

❑ Reflects the organization’s image and professionalism

❑ Helps maintain records and documentation

❑ Reduces confusion, errors, and misunderstandings

2. Why Writing Matters in Organizations
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A. Lack of Clarity and Purpose

B. Poor Organization of Ideas

C. Inadequate Writing Skills

D. Time Pressure and Workload

E. Overuse of Jargon and Technical Language

F. Cultural and Language Diversity

G. Inconsistent Writing Standards

H. Resistance to Writing or Lack of Motivation

Lecture 10 Major Challenges of Writing in 
Organizations 



A. Lack of Clarity and Purpose

Many employees begin writing without a clear understanding of:

❑ The message they want to deliver

❑ The audience

❑ The expected outcome

Effects:

❑ Vague or confusing messages

❑ Misinterpretations

❑ Longer decision time

Solution:

Identify purpose, audience, and key message before writing.



Some writers struggle to structure information logically.

Common problems include:

• Unclear introductions

• Disorganized paragraphs

• Missing transitions

• Mixed topics in a single section

Solution: Use outlines, headings, and the “introduction–body–conclusion” 

structure.

B. Poor Organization of Ideas



Employees may have limited skills in:

• Grammar and sentence structure

• Word choice (tone too formal or too casual)

• Concise writing

Effects:

• Errors that damage professionalism

• Lengthy, difficult-to-read documents

Solution: Training programs, writing guidelines, editing tools.

C. Inadequate Writing Skills



Fast-paced work environments demand quick responses.

Consequences:

• Rushed, low-quality writing

• Overlooked errors

• Missing details

Solution: Templates, clear processes, and prioritization 

strategies.

D. Time Pressure and Workload



Employees often use complex or specialized terminology.

Effects:

• Confusion among non-experts

• Barriers to collaboration

• Miscommunication between departments

Solution: Use plain language unless technical accuracy is 

required.

E. Overuse of Jargon and Technical Language



In global organizations, employees may come from different 

cultural or linguistic backgrounds.

Challenges:

• Different writing styles

• Misinterpretation of tone

• Variations in directness or formality

Solution: Clear writing guidelines, translation support, cultural 

awareness training.

F. Cultural and Language Diversity



Without organizational rules, writing quality varies widely.

Issues include:

• Different format styles

• Varied terminology

• Different standards for tone and length

Solution: Organization-wide style guides and templates.

G. Inconsistent Writing Standards



Some employees:

• Dislike writing

• Fear criticism

• Prefer verbal communication

Solution: Training, supportive feedback, and simplified 

writing processes.

H. Resistance to Writing or Lack of Motivation



• Decreased productivity

• Conflicts and misunderstandings

• Damaged reputation

• Financial losses due to errors

• Slower decision-making

Lecture 10 4. Impacts of Poor Writing in 
Organizations
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5. Best Practices for Improving Organizational Writing:

✔ Develop clear writing policies

✔ Use templates and standardized formats

✔ Train employees regularly

✔ Encourage peer review and feedback

✔ Use digital writing tools (grammar checkers, style checkers)

✔ Promote a culture of clarity and professionalism

5. Best Practices for Improving 
Organizational Writing



Lecture 10 common weaknesses of business 
writing

1. No clear objective

2. No planning

3. Lack of cohesion

4. Flowery language

5. Inappropriate tone

6. Errors in spelling and grammar

7. Ineffective punctuation
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1. No clear objective

❑ Do not start to write without asking “What do I

want to say?” or “Who am I writing for?”.

❑ If you do not have a clear objective, this will

be reflected in your writing, leaving your

reader confused.
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2. No planning

❑ If you write down your ideas in the order you

think of them, your text might be unclear.

❑ The better organized the text, the more likely

it is that your reader will understand it.
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3. Lack of cohesion

❑ Use linking words and phrases in

sentences and paragraphs to help your

reader follow your ideas.

❑ Often, just inserting logical linking words

like “therefore”, "also" and “alternatively”

will immediately strengthen your writing.
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4. Flowery language

❑ Most readers prefer conciseness to

long, flowery phrases. Write clearly

and concisely so that your writing

is read and understood.

❑ Time is money!
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5. Inappropriate tone

❑ Use the right tone with your reader. If you 

appear overly abrupt or rude, you are less 

likely to get the results you want.

❑ Also, if you get the level of formality 

wrong, you risk causing offence.
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6. Errors in spelling and grammar

❑ Errors in spelling and grammar can

obscure your meaning and lead to

misunderstanding.

❑ Proofread your writing carefully, not

relying on automatic grammar and

spelling checkers.
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7. Ineffective punctuation

❑ Punctuation is powerful! It can make a huge

difference to the clarity of your writing.

❑ If you are not confident using punctuation, I

recommend you refresh your knowledge of

how to use it effectively.
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❑Business writing is a huge challenge in itself because, in a
world where millions of businesses are operating, standing out
is difficult. There are plenty of ways you can easily tackle these
common business writing challenges.

❑The ones that are putting you back from your perfect paper.
Thus, let’s swoop into these business writing strategies
without further delay

How To Overcome The Common Business Writing 
Challenges?
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• Build Communication Skills

• Audience Assessment

• Identify The Primary Goal

• Brainstorm To Avoid Common Business Writing Challenges

• Ethical Considerations

• Research And Collect Information

• Formatting And Layout

• Proofread

• Writing Cooperative

Some guideline to How To Overcome The 
Common Business Writing Challenges?
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❑Poor communication skills are one of the biggest and most common business 
writing challenges. The primary goal of business writing is to communicate 
effectively with everyone involved in the business.

❑The business writer’s tone matters a lot because not being able to communicate 
with others might cause bigger problems in the organization. Communication is a 
skill, and everyone is not polished in it.

❑A listener-centred approach to business writing includes a focus on the choice of 
words, the tone of content, and how writing varies from person to person. In a 
professional setting, your communication skills make you stand out.

❑You need to know the secret of good and well written communication to make 
your writing become understandable, reliable, and effective to all the recipients. 
Better communication skills help enhance productivity, improve customer 
relationships, aid in team building, and increase overall professionalism.

Build Communication Skills
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❑One of the common business writing challenges is wrong audience
assessment. The audience plays an important role in structuring the
business documents. Many business writers faced the challenges and
failed to fulfill the audience’s requirements. It goes by the famous
saying, ‘Not everything is for everyone.’

❑One of the best business writing tips is to understand that your
audience is different for different kinds of communication documents.
You need to be well aware of whom you are writing for or who is going
to read what you’ve written, what your receipt is looking for in your
document, and what they value the most.

Audience Assessment
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❑In common business writing challenges we find out the probability of failing to
identify the main purpose and aim of your specific document is a great
challenge that has struck many writers in their work.

❑The importance of business writing in every document is that each has
different goals to serve, whether it’s writing off business expenses, plans,
proposals, or reports. These writings are requests or orders for a specific action
from the recipient that had a direct effect on the business.

❑You need to understand what the tone is in writing and what purpose it will
serve. That’s why it’s very important to clarify the main goal of writing that
specific document, to whom it will be sent, and what action is demanded from
them. It makes overcoming business writing challenges easy by being to the
point and direct with what you are writing about

Identify The Primary Goal
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❑Another big mistake that business writers make is to follow what everyone
else is doing instead of using their creativity to write something different. You
are not supposed to make your business communications sound robotic and
repetitive.
❑That’s why it’s very necessary to just brainstorm to make an outline to follow,

whether you are writing a business plan, proposal, or some business letters.
Get in touch with your colleagues to gather new ideas and to have a clear
picture of the research methods, procedures, target audience, and your
products and services.
❑Do not get intimidated by the customer’s or your

colleagues’ feedback and reviews because that will only improve your writing
in the future and give you a clear idea of what should be avoided in the
documentation. Brainstorming also helps in making the goal of your formal
writing clear and to overcome related common business writing challenges

Brainstorm To Avoid Common Business Writing Challenges
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❑This is quite a big challenge in business writing, to not offend any group or
community with the advertising or communication campaign. Many
businesses have faced lawsuits and other legal problems because their
business writings were offending or triggering some ethical issues.

❑Ethical considerations are always valued in good communication. That’s
why you need to know what is acceptable in a business setting or not.

Ethical Considerations
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❑People who will read your writing can be from different races, ethnicities,
religions, and countries. That’s why you should be able to communicate
with them effectively in an appropriate tone of writing without offending
them or disrespecting them in any way. To avoid such common business
writing challenges there are two tips:

1. Do not write political, racial, gender discriminating, religious triggering,
or ethnic remarks that might spark controversy.

2. Always be polite, positive, and respectful towards whoever you are
addressing in your business circle.

❑It will always help in establishing and strengthening good relationships with
the employees and other business partners.

Ethical Considerations cont…. 
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❑The lack of research and information collection will lead you to have dull,
outdated, and bogus business documents. Just because you are doing
transactional or instructional business writing, you can’t leave out the research
or information collection step.

❑All the different writing forms require the same amount of research. The more
you research on how to communicate or write in a business setting, the better
your writing will be.

❑Researching will help you understand the trends and technological
advancements that are currently going on in the market and how you can write
what is in demand. Follow a suitable business writing course to improve
yourself because you can’t be following those old-fashioned and outdated
formats and terminologies anymore.

Research And Collect Information
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❑One of the common business writing mistakes is to not have properly
formatted and designed documents. An outdated format might be the
reason why your writings are never seen or appreciated in the market.

❑It is one of the most effective business writing techniques to follow
certain formatting and layout guidelines according to the niche or industry
they are operating in. Most writing styles have evolved, and you need to
make sure that you are writing according to the updated style.

❑A business letter, report, and financial statement are serious and very
important documents, and you shouldn’t risk their accuracy and efficiency
with lame layouts or formatting mistakes.

Formatting And Layout
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❑Proofreading is the most important step of business writing before finalizing
the draft of your documents. It is one of the most repetitive business writing
mistakes. Some businesses have proofreaders who will go through the content
written by the writer in order to spot any mistakes or errors.

❑Some companies give enough time to their writers, enabling them to
proofread and revise the whole document themselves. You can also hire a
writer for your business writing work and give enough time to get the best
script.

❑The online business writer will help you get ahead in the journey of writing
and overcome the common business writing challenges

Proofread
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❑A writing cooperative is a community or collection of people who are the 
ultimate source of guidance, advice, encouragement, and help for writers all 
over the world. There are writing cooperatives and effective business writing 
techniques for all other forms of writing as well.

❑It consists of experts in that field who share their experiences and guide the 
new writers to the right path of communication. The advice and guides in this 
medium help new writers become effective and efficient in their business 
writings and learn writing mechanics and conventions.

Writing Cooperative
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Conclusion

Writing is a fundamental organizational skill, yet
many challenges hinder effective communication.
By understanding these challenges and applying
practical solutions, organizations can improve
clarity, efficiency, and overall performance.



Thank You


